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Assistant Director for ﬁ?pemtim_ 5 October 1950

Manazement Offlcer

Management Staff Stuly of Administrative Staff, Forei:n Documents
Pivision, Office of Operstiona.

6. The most 4ifficult taek facing this Bitaff is persomnel
recraltment and placenment to £111 the professional vacancies
in the Division. An examination of past efforis indicate
that sction over and beyond the cognizance of the Administrative
Officer and his deputy must be taken to remedy this situatiom.

b. Closely allied to the foregoing prodlem is that of
reconciling the need of the Division to retain capsble professional
smployees for vhom no further advancement is possible in the
Porelen Documents Division, Office of Operstions, with the
individuals' ambitions. Again, solution of this problem is con-
tingent on Ajency actions ané policies outside the purview of the
Adninigtrative Officer of thig Divieion.

¢. The persomnel activity outlined in the two preceding
partcrephs constitutes the major profesgionel worklosd of this
B8taff, Practically the full working effort of the Assistant
Administrative Officer is devoted to this mctivity. If it is
recognised thet asglstance on the personnel problems must come
from officials outside the Administrative Staff, Foreign Documents
Division, Office of Operstions, it then appesrs ihat the presently-
sllocsted position of Amsistent Administrative Officer, G8-11, is
not needed., The other afdministrative activities for this com~
paratively small, wholly departmental Division can be effectively
baudled by the Administrative Officer and the Administrative
Aseistant, CS5-T.

4. A sajoxr segment of the effort of the Administrative Staff,
Forelgn Documents Division, Office of Operations, is devoted to
record-keepinz. Duplicate and unnecessary records were evidsnt.
Por example, duplicate time and attendance records exist; lesve
balences for all employecs are kept current; cwibersome overtime
records are maintained.

2.

&. The Chiel of Foreign Documents Division with the approvel
snd support of Assistsnt Director for Operationa nezotiste with
the Personnel Director and the Chief, Admipistrative Steff, CIA,
to establish a recrulting program vhereby potentisily-promising
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reeruiting sress ocutside of Washington will be periodicelly
visited by nembers of the Administrative Staff, CIA, and by
ibe Divigion Chief, Deputy Division Chief, and Branch Chiefs
of Forelsn Decuents Division, O0ffice of Operations. Contects
developed throuzh such visits sheuld be kept active by follow-
wp eorrespondence and vieits.

b. The Pergounel Director be requested to apply the
facilities of the Agency Career Mpns ement Frogream for the
sdvantage of deserving employees of Foreigm Documents Division,
@ffice of Cperstioms. In implementation of this suzgestion,
provision will have to be made for the continuous recrultsent
anéd tralning of lower-;rade intellizence anslysts with langua.e
facility to serve as replacements for employees advanced to
other segments of the Ayency by career management. The Adminig-
trative Officer of Forelgn Documents Division, Office of
Oparwtions, indicated that officials of this Division would de
willisg to let this Division serve ea = trainin: apd orientation
area for career mansgement pwposes. (Hote: The Management Staff
will coordinste this sugiestion with the Personnel Director and
with the Chief, Administrative Staff, CIA, to effect implementation,
if feasible.)

€. Duplicste and unnecessary sdministrative reecords be
eliminated snd the facilities of Agency machine records be
utilized vherever possible.

4. Tbe position of Assistant Administrative Officer be
#bolighed and the Adninistrative Staff, Forelgn Documents Division,
Office of (perations, table of orzsnization be reduced by one
position. '

8. A% such time as uomecessary edwinistraetive records sye
elimizated and the facilitlies of mechine recards have been
sapanded to provide greater service {approximately 1 Janwary
1951), consideration be given to reallocsting one clerical
position to that of clerk-typist, such position being assigned
in the Administrative Staff, Foreigs Documents Pivigion, Offica
ef Operations, 85 & cne-man clericsl pool or in ope of the
substantive Branches, as need dictetes.
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ec: Personnel Director

Chiel, Administrative Staf?
Pdget Cfficer
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